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1.0 Combining Certificates 

What This section shows you how to combine certificates. 

When You have multiple (two to five) existing certificates that you would like to render as 
combined (void) by the process of combining them into a new certificate.  This process will 
prompt the user to resolve conflicts, track all edits, perform standard application processing 
validations, update the AD as required, generate a new certificate, and maintain a link 
between the originals and new certificate.  The resulting certificate will trigger the print and 
finance process. 

How Complete the following steps: 
 
Applicants can initiate a combine, but just for their certificates (where the applicant owns the certificate).  
The ACO/ACO Admin Support will finalize the combined certificate. 

ACO/ACO Admin Support users can combine certificates from different applicants.  This enables an 
applicant to request a combine of certificates that are initiated by brokers working on the applicant’s 
behalf.  In this case the applicant would need to request the combine outside of PCIT, then the ACO/ACO 
Admin Support would perform the combine. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Select the Manage Processed Application link from the menu at the left side of the screen. 
RESULT:  The Manage Processed Applications page appears and allows the user to search for a 
certificate to view or process. 
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3. Select the Combine Certificates link from the menu at the left side of the screen. 
RESULT:  The Combine Certificates page appears. 
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4. To combine certificates into a single application, search for existing certificates and click the  
Add button of the desired row.  Only “Issued” or “Printed” Phytosanitary certificates (577) may be 
combined. 
RESULT:  The added certificates will populate the Certificates to Combine list at the bottom of the 
page. 
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5. Once you have added certificates to the Certificates to Combine list, click the Generate Combined 
Application button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate page appears. 
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6. Once you verify the certificates to be combined, click the Next button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate - General page appears. 

 
On the Application for Combined Federal Phytosanitary Certificate - General page, you can update the 
certificate general information including the Exporter, Consignee, Duty Station, and so forth.  Only ACO 
users will be able to update the Applicant Information. 

When ACO users are combining certificates, the Exporter and Consignee lists will contain both the 
ACO’s exporters/consignees and the selected applicant’s exporters/consignees.  New 
exporters/consignees can also be added to the list.  When an Applicant user is combining certificates, the 
Exporter and Consignee lists only contains the applicant’s exporters/consignees.  The Requested Duty 
Station list will contain either the ACO’s duty stations for ACO users or the entire list of duty stations for 
applicant users. 

If the combined certificates have the same exporter and consignee, then the exporter and consignee will 
be automatically populated.  The user may select or update the exporter or consignee.  Reference 
Information, Import Permit Numbers and Comments from the combined applications will be appended to 
each other and added to the combined application, which can be edited. 
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7. Once you have updated the General information, click the Next button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Export Details page 
appears. 

 
On the Application for Combined Federal Phytosanitary Certificate – Export Details page, the shipping 
value of the new certificate is automatically calculated by the system.  If one of the original certificates is 
Commercial, the shipping value of the new certificate will be commercial. 

If the Port of Export, Declared Means of Conveyance and Point of Entry are the same on all the 
certificates to be combined, these entries will automatically be populated.  You can update the Port of 
Export, Declared Means Of Conveyance From Port Of Export, and the Point Of Entry. 
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8. Once you have updated the Export Details information, click the Next button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Commodities Update 
page appears. 

 
On the Application for Combined Federal Phytosanitary Certificate – Commodities Update page, each 
commodity item from the original certificates displays.  Identical commodities with the same part and unit 
among several certificates will not be combined; instead each commodity will have its own line.  You can 
modify the Quantity field to a lower value if needed. 
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9. To update the commodity details for a specific commodity, click the corresponding Edit Details 
button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Commodity Details 
page appears. 

 
10. Once you have updated the Commodity Details, click the Save button. 

RESULT:  The Application for Combined Federal Phytosanitary Certificate – Commodities Update 
page reappears. 
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11. Once you have updated the Commodity Details information, click the Next button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Attachments Update 
page appears. 

 
On the Attachments Update page all the attachments from the original certificates will show on the page 
with either a Remove or an Add button next to it.  The Remove button will remove the attachment from 
the new certificate’s attachments list, while the Add button will add the removed attachment back to the 
new certificate attachment list. 

12. Once you have completed the Attachments Update, click the Next button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Summary/Submit page 
appears. 
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The Application for Combined Federal Phytosanitary Certificate – Summary/Submit page displays the 
summary information for the new combined certificate including the original certificates numbers.  The 
Edit buttons will redirect you back to the corresponding Combine Step by Step pages. 

13. To submit the combine, click the Submit & Process button.   
NOTE:  If you are an Applicant or AE user, click the Submit Application button for an ACO to 
process. 
RESULT:  For the ACO user, the Application for Combined Federal Phytosanitary Certificate – 
Additional Declarations page appears. 

 
The Additional Declarations page combines all of the additional declarations from the original 
certificates.  You can also add new additional declarations. 
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14. Once you have completed the Additional Declarations, click the Next button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Certificate Adjustment 
& Payment page appears for federal users.  State and County users will see the Application for 
Combined Federal Phytosanitary Certificate – Certificate Adjustment with a State/County 
Information section.  
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15. Make any final adjustments and then click the Issue Certificate & Charge Fee button for federal 
users.  State and County users will click the Issue Certificate button. 
RESULT:  The Application for Combined Federal Phytosanitary Certificate – Print Certificate & 
Optional Fee Correction page appears for federal users.  State and County users will see the 
Application for Combined Federal Phytosanitary Certificate – Print Certificate. 
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To generate the Original Certificate, enter bar code information, if desired, and then confirm the 
certificate printed correctly by clicking the Printed button. 
RESULT:  The Print Certificate & Optional Fee Correction page refreshes with the current status 
displayed as Printed and the Generate Certificate Copy button replaces the Generate Original 
Certificate button. 

When an Applicant user combines a certificate, a confirmation message appears.  Clicking the OK button 
will return them to the PCIT Home page. 

 
When a request is submitted, the status of the original certificates that have been combined will be 
updated to “Void-Combined”.  The new combined application will be in “Submitted” status.  A message 
will be sent to the requested issuing Duty Station and the ACO will see the submitted combined request 
via the Messages block on their Welcome page. 
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2.0 Splitting Certificates 

What This section shows you how to split certificates in PCIT. 

When You have an existing certificate that you would like to render as split (void) by the process of 
dividing it into two to five new certificates.  This process enables you to select commodity 
and quantity for each resulting certificate, carries forward the appropriate 
application/certificate data, tracks all edits, performs standard application processing 
validations (CITES checks), updates the AD as required, generates new certificate numbers 
for each resulting certificate, and maintains a link between the original and new certificates 
The resulting certificate will trigger the print process and finance process. 

How Complete the following steps: 
 
When a certificate is split, there is a $7 fee for the first certificate and for the other certificates it will cost 
$23 for certificates where the original shipment value is non-commercial and $50 where the original 
shipment value is commercial. 

NOTE:  Form 579 Phytosanitary Certificate for Reexport, State, and Nursery certificates are not eligible 
for the split process. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Select the Manage Processed Applications link from the menu at the left side of the screen. 
RESULT:  The Manage Processed Applications page appears and allows the user to search for a 
certificate to view or process. 

 



2.0 Splitting Certificates 

Combining and Splitting Certificates in PCIT        19 
 

3. Click the Manage button next to certificate to be split. 
RESULT:  The Manage Certificate page appears. 
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4. Select Split from the Process drop-down list, and click the Select button.  The Split option is only 
available on the drop-down list for “Issued” or “Printed” certificates. 
RESULT:  The Split Wizard – Shared Certificate Information page appears. 

 
On the Shared Certificate Information page, you can select from 2 to 5 certificates to split into by 
selecting the appropriate number in the Number of Certificates to Split Into drop-down list.  The Shared 
Certificate Information is displayed.  The default Applicant, Exporter, and Consignee information is 
inherited from the original certificate. 

The Exporter and Consignee drop-down lists will be populated with the selected applicant’s and the 
ACO’s exporters and consignees.  The Requested Issuing Duty Station drop-down list will include the 
ACO’s associated duty stations. 

For Applicant users, the Exporter and Consignee drop-down lists will be populated with the applicant’s 
exporters and consignees.  The Requested Issuing Duty Station drop-down list will include all duty 
stations. 

NOTE:  New exporters and consignees can be added to the drop-down lists. 
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5. Once you have updated the Split and Shared Information, click the Next button. 
NOTE:  Once you click the Next button you can only increase the number of certificates to split into 
from the previous Split Wizard – Shared Certificate Information page.  Increasing the number will 
generate additional certificates.  You will be able to decrease the number of certificates requested on a 
following screen. 
RESULT:  The Split Wizard – Individual Certificate Information page appears. 

 

The Individual Certificate Information page displays the funds available, estimated charges, and tracking 
numbers of the new certificates.  You can update the consignee for each new certificate by selecting one 
from the drop-down list.  New consignees can be added to the drop-down list by clicking the Add button. 

You can delete any of the new certificates by clicking on the Delete button.  Deleting a certificate will 
automatically adjust the estimated charges. 
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6. If you would like to edit a certificate, click the corresponding Edit Certificate button. 
RESULT:  The Edit Certificate Details page appears. 

 

7. On the Edit Certificate Details page, you can update certificate details.  Default values and 
attachments are inherited from the original certificate.  You can remove and add back attachments by 
clicking the Remove and Add buttons.  Attachments will be saved upon submission.  Click the Save 
button to return to the Split Wizard – Individual Certificate Information page. 
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8. Once you have updated the Individual Certificate Information, click the Next button. 
RESULT:  The Split Wizard – Commodity Quantities page appears. 

 

You can update the commodity quantities for each new certificate.  For each commodity, the combined 
totals cannot exceed the original commodity quantity.  If the commodity quantity is left blank or is zero, 
the commodity will be deleted from the corresponding new split certificate when the certificate is 
submitted.  Related inspection and treatment information will also be deleted. 
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9. Once you have updated the Commodity Quantities, click the Next button. 
RESULT:  The Split Wizard – Shipping Details page appears. 
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To complete shipping details for each certificate, click the Edit Details button. 
RESULT:  The Edit Certificate Shipping Details page appears. 

 
You can edit the Number Of Packages, Package Description, and Distinguishing Marks for each 
commodity.  The Package Description and Distinguishing Marks drop-down lists will be pre-populated 
with the values from the original certificate. 
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Click the Next button to edit shipping details for the next commodity.  You may also click the 
hyperlinked commodity names in the commodity list to jump to a specific commodity. You will loop 
through the Shipping Details page until details have been entered for all commodities.  When a 
commodity has all required data fields entered then that commodity will display in italics in the 
commodity listing.  Shipping details will be saved when the Save button is clicked on the final page and 
you will be returned to the Split Wizard – Shipping Details page.  NOTE:  The word Complete will 
appear below the Edit Details button when all the corresponding shipping details for that certificate have 
been entered. 
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Once you have completed the Shipping Details, click the Next button. 
RESULT:  The Split Wizard – Summary page appears. 

 

The Split Wizard -Summary page displays the summary information for the split process.  To preview and 
print the applications, click on Print Application button.  The inspection date displayed on the original 
certificate will be used for the new certificates. 

Prior to submitting, a check will be made to ensure that the original certificate is still valid and that it has 
not been split by another process.  If the validation failed, an error message will be displayed.  If 
successful, the original certificate’s status will be updated to “Void-Split”.  This will mark the original 
certificate so that it is no longer valid. 
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10. To submit the split, click the Submit & Process button.   
NOTE:  If you are an Applicant or AE user, click the Submit for Approval button for an ACO to 
process. 
RESULT:  The Split Wizard – Summary page reappears with the Issue Certificate & Charge Fee for 
federal users.  State and County users will click the Issue Certificate button. 
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11. To make adjustments to the certificates before issuing them, click the Add Certificate Adjustments 
button. 
RESULT:  The Add Certificate Adjustments page appears. 
NOTE:  The State/County Information block will replace the Certificate Payment section when State 
and County users are processing the split request.  
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On the Add Certificate Adjustments page you may make adjustments such as adding/updating additional 
declarations, country of transit, issuing ACO, or the certificate payment.  Click the Save button to save 
your changes. 

12. To issue the certificate, click the Issue Certificate & Charge Fee button.   
NOTE:  Issuing the certificate at a federal duty station will debit the applicant’s pre-purchase account 
the fee amount. 
IMPORTANT:  Only click the Issue Certificate & Charge Fee button once to avoid possible 
duplicate charges. 
RESULT:  The Split Wizard – Confirmation page appears. 

 
13. To print the original certificate, click the Generate Original Certificates button.   

RESULT:  The current certificate is printed. 
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14. If the original certificates printed correctly, click the Printed button. 
RESULT:  The Split Wizard – Confirmation page reappears with a confirmation message displayed. 

 
When an Applicant user splits a certificate, a confirmation message appears.  Clicking the OK button will 
return them to the PCIT Home page. 
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When a request is submitted, the status of the new certificates will be updated to “Submitted”.  A message 
will be sent to the requested issuing Duty Station and the ACO will see the submitted split request via the 
Messages block on their Welcome page. 

 


